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Approving/Reallocating Transactions

Checklist

= The following is a checklist for cardholders as they begin to
approve/reallocate transactions:

v Confirm Details - Review the transaction details for correct price and item
content. And be sure you know the correct accounting code to reallocate/approve
to, as you will only have one chance to make sure all information is correct.

v Accounting Codes - To search for the correct Default Accounting Code (DAC),
you must use the allocations tab and the spyglass.

For best results, select ‘contains’ rather than ‘begins with’ when searching for an
accounting code.

The system will not let you select an ‘invalid’ accounting code, however, it will let
you select a ‘valid’ code that may not be the correct one for you to choose. So it
IS Important to check that you have selected the correct default accounting code
for you to avoid DAC errors.
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Approving/Reallocating Transactions

Transaction Detall Tabs

= Transaction Detall Tabs

Make sure you are familiar with each tab under the transaction detail and the
iInformation it will provide you.

« Summary Tab — Provides a synopsis of all the transaction details. Most
importantly, this tab provides all the details regarding extraction for payment to
U.S. Bank and reallocation of the accounting code being finalized.

o Payment Extract (PE) — Provides information on when the file was originally
sent to NFC (FMMI) for payment.

o GL Extract (GLE) - Provides information on when the reallocation file was
extracted from AXOL to NFC (FMMI) and has been paid.

NOTE: As of the GL Extract date, the cardholder will no longer be able to edit or
make comments changes or split/change accounting codes. This is why you
MUST have all of your information in hand and correct as soon as you begin the
approval process. Coordinators should have cardholders complete the
information in the Comments tab first.
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Approving/Reallocating Transactions

Transaction Detail Tabs (Summary Tab)

Transaction Detail

Product: Purchasing Card Switch Products
Card Account Humber: 3020, DAMIEN SISCA

nt
Transaction Summary
Status Trans Date Posting Date Merchant City, State/Province Amount Detail E* Purchase ID Accounting Code
10/04 10/06 OFFICEMAX CTHFIN&#133575 BO0-472-6473 1L 5164 71 (i (E# 00000000000000000 (A & DATIEP9CCO000 |2670]
n '::EJ::' Disputed '::E::'. @ Trans Detail Level ‘EF Extracted (x> Resllocated & Resllocation Loded
Summary r Allocations r Transaction Line tems r User Line tems r Comments r Approval History r Client Data |

The Summary tab shows high-level transaction information.
General

Transaction Reference Information Ledger

Date: 10/04/2010 Billing Cycle: 10/07 /2010

Purchase ID: 00000000000000000 Posting Date: 10/06/2010 Extract

Total Amount: 164.71 Reference Number: 24445000278464674711680

Memo Post: Yes Authorization Number: 001386 (G L E)

Sales Tax: 0.00 Extract Date(s)

Freight: 0.00 F.jost R_ec:ent Standard 10/07/2010

Financial Extract:

Merchant General Ledger Extract:

Name: OFFICEMAX CTHIN#133575 Payment Extract: 10/09/2010 Paym ent

City, State/Province: 800-472-6473, IL

Transaction Type: SALES DRAFT Currency

MCC Code: 5943 Billing Currency: 1U.&. Dollar Extract

MCC Description: STATIOMERY STORE/SUPPLIES  Source Currency: .S, Dollar (PE)

Source Currency Amt: 164.71
Summary .

Tab
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Approving/Reallocating Transactions

Transaction Detail Tabs (Allocations Tab)

= Transaction Detail Tabs, continued...

« Allocations Tab — Lists all cost centers associated with the transaction as well
shows how the item price was divided between those various cost centers to
pay for the transaction. If only one cost center is used, than there will be 100%
associated to that cost center.

@bank Transaction Management

Transaction Detail

Active Work Queue
Account Administration

Status Trans Date Posting Date Merchant City, StateProvince Amount Detail € PurchaselD @& Accounting Code
Home 10627 10528 ACCESSLINE *PHOME 8VC  877-880-0055, WA §21.05 an &+ T1,21083f1cf & DATMEPSCCO000(2320|
Contactly © pisputed @, @ Trans Detail Level EF Extracted ¥ Reallocated B Reallocation Locked

mmmmm y | Allocations r User Line tems r Comments r Anproval Histary r Client Data

The Allocations tab displays the cost center allocation(s) associated to the transaction.
Allacations are no langer available for editing because the transaction:

|5 nolonger inyaur approval queue.
Allocation Source: Allocation Rule Last Changed hy: Systemn

Prepopulated Accounting Code Selection Accounting Code

AI I O C at I 0 n S Current Name LINE OF ACCOUNTING (s1) BOC (a) DCN (FAS USE ONLY) (s}

DAT1EPQCCO000 2320
Tab @Valid Accounting Code




Approving/Reallocating Transactions

Transaction Detail Tabs (User Line ltems Tab)

= Transaction Detail Tabs, continued...

« User Line Items Tab - This is the area where you will be able to separate your
reallocations within the transaction according to cost center.

o REMINDER - This will be FINAL once the GL Extract has gone out (normally
1-2 days after reallocation).

o Line Item Allocations Sub-Tab - Located within the User Line Items Tab,
this provides a detailed breakdown of all the items contained on this invoice.

o Occasionally you may need to break items down between different cost
centers. This will provide you a detail receipt to do so.

NOTE: You can view a screenshot of this tab on the next following slide.
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Approving/Reallocating Transactions

Transaction Detail Tabs (User Line ltems Tab)

% 92 WP Transaction Management - User Line ferns Sub T.., | | o~ B v o - kP

AFE YYOITR JuUeoe

Account Administration

Transaction Management
= Transaction List

Card Ac

rt Murnber: "eEsEEEEEEERE020, DAMIEN SISCA

Account Information
Reporting Transaction Summary
My Personal Information

Status Trans Date Posting Date Merchant City, State/Province Amount Detail € PurchaselD & Accounting Code
Home 1027 10028 ACCESSLIME *PHOMNE SYC  877-880-00455, WA §21.05 ) (Er T1,2109311cr g DaATMEPICCO000|2320|
Contact Us '::E’::' Disputad '::E::'. @ Trans Detail Level \EF Extracted (n* Reallocatad ) Reallocation Locked

SuUmmary r Allocations | User Line kems r Comments r Approval Histary r Client Data

User Line : , , _ -
The User Line tems and Line [tem Allacation are no longer available for editing because of one or more ofthe

Items Ta_b following reasons:

The transaction is no langer inyour approval gquede

Line Item Allocations Sub-Tab

i U=er Line tems r Line kem Allocations

The User Line tems sub-tab provides the ahility to enter the details of the line items within a transaction.

Product em Oty Unit of Unit Line kem % of Trans HKem Commodity

Code  Description Measure Cost Total Amount Code

This banrszction has mo userline ilems.

== Backto Transaction List

All of M= serving you™
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Approving/Reallocating Transactions

Transaction Detail Tabs (Comments Field Tab)

= Transaction Detail Tabs, continued...

« Comments Field Tab — From a management and oversight prospective, this is the
most important tab and the one you must spend significant time making sure
everything is detailed and correct. Comments Field information is especially critical
when dealing with convenience checks. The screenshot below shows the
Comments Tab and the screenshots on the next following two slides show the
required fields which MUST be filled in.

Account Information
Reporting Transaction Summany
My Personal I Information N N N N N
Status Trans Date Posting Date Merchant City, State/Province Amount Detail € PurchaselD @& Accounting Code
Home 10827 10528 ACCESSLINE *PHOME SWC  877-880-0055, Wh $21.05 (D] (E+ T1,21093f1cf S DATMEPICCO000|2320|
Contaclls @ Disputed D, @) Trans Detail Level EF Extracted (%% Reallocated 2 Reallocation Locked
Summar ¥ r Allocations r User Line tems r CommemséAﬁgroval History r Cliert Data CO m m e n ts

—

The Comments tab provides the ability to enter comments specific to your organization that enahle the
gathering of additional information about a transaction. Tab

The Comments are no longer available for editing hecause the transaction:
is no longer in your approval queue.

Corw. Checks TINZ

Agency Specific Data

Conv Ck Mer Inf f Waiver#

Goods Recvd Date

100272010

lem Description
ZCSC Toll Free Fraud Line - Monthly Fee

== Backto Transaction List
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Approving/Reallocating Transactions

Transaction Detail Tabs (Comments Field Tab)

Enter the Information on this page as follows:

(1) Conv. Checks TIN# - If a convenience check was written, enter the merchant’s TIN.
(2) Agency Specific Data — This is a free (optional) field for each Agency to use per their own internal

processes/requirements.

SOLDIER FIRE

Conv Ck Mer Inf | Waiver#
Merchant Info (Name, Complete Address, City, State & Zip )
WAIVER #

Goods Recvd Date

05/15/2009

Item Description

Dipping site for heliattack crew during Soldier Fire

€

Ackount Information -8 I
Reporting Transaction Summary
MMy Personal Information

Status Trans Date Posting Date Merchant City, State/Province Amount Detail € PurchaselD @& Accounting Co CO m m en tS
Holne 10027 10428 ACCESSLINE *PHOME SWC  877-880-00585, WA $21.05 (D] (E# T1,21093f1cf InFEER==

- Tab

Cqrtact Us (@ pisputed @) @D Trans Detail Level EF Extracted (A3 Resllocated a

Summary r Allecations r User Line tems r Comments r Approval History r Client Data

The Comments tab provides the ability to enter comments specific to your organization that enable the

) gathering of additional information about a transaction.
\ Conv. Checks TIN#
104-3667705
3 Agency Specific Data Exam Qle:

Green Supply Shop
1234 Green Avenue, Seattle, Washington 01234
Waiver #7

BOTH THE MERCHANT INFO. & DCIA WAIVER
# - REQUIRED PER DR 5013-6

*(refer to the DCIA Waiver attachment when
selecting the actual Waiver #)

== Back to Transaction List

Hands-On Training: USDA Transaction Approval & Reallocation in Access Online




Approving/Reallocating Transactions

Transaction Detail Tabs (Comments Field Tab)

Enter the information for:
=(3) Conv Ck Mer Inf/Waiver # (4) Goods Recvd Date and (5) Item Description.
Then click on Save Comments and select the Summary tab.

count Information

Transaction Summary

e Comments B
) (Es Tab ol

City, State/Province Amount

L =E=1 v v baLa LT

Summary Allocations r U=ser Line tems r Comments r Approval History r Client Data

The Comments tab provides the ability to enter comments specific to your organization that enable the
gathering of additional information about a transaction.

Conv. Checks TIN#

l04-3667705

If a convenience check, enter the
Merchant’s Name, Complete Address
SOLDIER FIRE including City, State & Zip-code in
Conv Ck Mer Inf/Waiver #. Also enter
the DCIA waiver code. Ifit’s not a

Agency Specific Data

Conv Ck Mer Inf | Waiver#

Merchant Info (Name, Complete Address, City, State & Zip )

WAIVER # convenience check, leave blank.
Goods Recvd Date I
05/15/2009 p- Enter the date the
goods/services were
ftem Description_ - received.

Dipping site for heliattack crew during Soldier Fire

After completing information in all Comment
< Back o Traneaction List Fields, click on Save Comments.
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Approving/Reallocating Transactions

Transaction Detail Tabs (Approval History Tab)

= Transaction Detail Tabs, continued...

» Approval History Tab — This tab allows you to view the history of when both you,
as the cardholder, and the Approving Official (AO) last touched the transaction.

e W Transaction Management - Spproval Histary Tab ‘ | ""I\ > ] v oo b
Home 10727 10728 ACCESSLINE *PHOME SWC 87Y7-880-0055 WA $21.05 ) (s T1,21093f71cf 2 DATTEPYCCO000 [2320| | I
ContactUs @ Disputed @ @D Trans Detail Level EF Extracted (A% Reallocated 2 Reallocation Locked

Summary r Allocations r User Line tems r Commerts r Approval Histor‘—“"* I e —— Ap p roval H I Sto ry Ta.b

The Approval History tab displays approval actions taken on a transaction. To pull this transaction back from its pending approver, click "Pull Back"

Cardholder Approver, Sisca, Damien
Current Pending Approver: McCain, John

Approval Actions

Approver DateiTime Approval Action Approver Modifications

Sisca, Damien 12121 346  Approved

Key for Rejection Reasons:
1 Incorrect accounting code allocation (Requestfor user to change allocation)
Incarrect approver sequence / additional approval needed (Request for user to forward the transactionis) to appropriate approver(s) in the proper sequence)
Incarrect or insufficient transaction comment information
Incarrect or not enough user line itern data
Unauthorized f non-preferred vendor
Incarrect match
Other

M e LD R

Key for Approver Modifications:

A Changed Allocation

= Changed Transaction Comments
L) Changed User Line ltems

Pull Back

== Backto Transaction List
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Approving/Reallocating Transactions

Transaction Detail Tabs (Client Data Tab)

= Transaction Detail Tabs, continued...

« Client Data Tab - This tab will give you all the USDA specific data related to the
transaction such as:

o When it was ‘accepted’ for payment at NFC and what date NFC ‘disbursed’
funds for payment.

o If the transaction became parked or stuck at NFC under ‘reject’ date.

o Most importantly though, it will give you a document number by which to search
for the transaction in FMMI later to make sure the reallocation was processed
correctly.

NOTE: You can view a screenshot of this tab on the next following slide.
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Approving/Reallocating Transactions

Transaction Detail Tabs (Client Data Tab)

W Transaction Management - Client Data Tab R B v -k ! |

T O T O T T o AT Oy O T e

Transaction Detail

Active Work Queue

Account Administration

Transaction Management
= Transaction List

Card Acoourt Mumber: ®===222=2=5020, DAMIEN SISCA

Account Information
Reporting Transaction Summary

My Per=onal Information

Status Trans Date Posting Date Merchant City, State/Province Amount Detail E+ PurchaselD & Accounting Code
Home 10027 10028 ACCESSLINE *PHOMNE SV 877-880-0055, W4 §21.05 ay  Er T1,2109371cf g DAT1EPACCO000|2320]
Contact Us ':E:' Disputed ':E:'. @ Trans Detail Lewel 'BEF Extracted (¥ Reallocated ) Reallocation Locked

Summary r Allocstions r U=zer Line tems r Comments r Approval Histary r Client Data

The Client Data tab displays client supplied transaction data.

Status: Paid ] Client Data
Document Mumbet: F1900475590 Tab
Accept Date: 1053152010

Initial Reject Date:

Dizbursement Data: 11/0172010
Dizbursement Amaunt: F21.05
Transaction Type: Debit

—

== Backto Transaction List
e
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Approving/Reallocating Transactions

Transaction Detail Symbols & Terminology

= Transaction Detail Symbols & Terminology

. @ Means the transaction has been extracted from AXOL for payment to NFC (FMMI).
This is always a must for transactions to be paid timely and to allow you as cardholders to
approve trarsactions.

. @ Means the transaction has been reallocated in some way by the cardholder. It's
critical to remember that until the GL Extract occurs, a cardholder may reallocate this
transaction again as often as necessary, even though there may be a pad lock located to the
right just before the accounting code. Even if the transaction was ‘final approved’ by your
Approving Official.

o Remember you will always be able to look at the summary screen to see if a GL Extract
has occurred. We will walk through the steps in a moment how to pull back a transaction
which has been previously reallocated, but has not been permanently locked by having the
GL Extract Occur.

NOTE: The next slide will show a transaction detail depicting both of the above
examples as well as transaction which are both ‘permanently’ and ‘temporarily’
locked.

USDA
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Approving/Reallocating Transactions

Transaction Detail Symbols & Terminology

0505 0305 |EEEPRODUCTS & SERVICES  800-578-4333.NJ  $64.51 &r VOFA3DBI4CES AY 1501111181U561000 1111 IRU | 12523

O 0508 0505 AMERSOCCIVILENGINEERS  800-548-2723, VA $295.00 D (& ASCEP0129052 a> RU | 12550
0 spproved 0429 04730  THE PERFORMANCE INSTITUTE 703-8940481 VA $897.00 D (& VSGE3CID95C A RU 112523
| Final Approved 0411 04/43 OWEBINAR COM $99.00 @ (€ 957TMOURTEIITKS (¥ 1511111 199U5100001 1111 IRY | 12540

JWEBINAR.COM 1511111191U5100001 {1 FIRU | 12540

0227 0302 INFORMATIONFORECASTINCI 818-8884444 CA $245.00 D (& VSIEIB24DS » 8 1511111191U5610071 1111 IRV 112523

O ‘pproved 0211 0242  CTO'GOTOWEBINAR CON 800-263-6317,C4  $99.00 D (€ 62034401HR12HO2S B> B  1511111191U521000111ILIRU 112540

[111181U522007 1|1 {IRU |12523

O Approved 0204 0205 NARUC 202-8982203.DC  $205.00 @ € 000014 A

] Approved 0123 01128 NARUC 202-88 $195.00 @ (€ 000002 AY 1511111191U532007] 11| [IRU | 12523

] Approwed 0122 0423 NNA*NATL NOTARY ASSN 800-875-6827. CA S50.00 i) (Er 7009450 A 1501111 1US21000 LI TIRU 12570
4 01141 01142  CTO'GOTOWEBINAR.COM @ 1501 L1LE91US 1000001 LLLIRU | 12540

0103 01142  OMEGA PERFORMANCE 150 [11]191U521000[ 1|1 IRU | 12324

> o e e o R

] Final Approved 0107 0108 D JWALL STREET JOURNAL ) 49583790-E4ES A 1511111 I91U5100001 1| IRV | (25580
O 1229 1230 NRECAZ 703-9075393. VA  $689.00 v 322122915280001 150108105 10000( L] LIRU | 12500
L Final ~pproved 12111 12112  CTO*GOTOWEBINAR.COM 800-253-6317.CA  $89.00 &) (Er 25708545ROIG4RIS 1511111 81US 100001 11 [ LIRU |]2540
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Approving/Reallocating Transactions

Transaction Detall Actions

= Transaction Detail Actions

« Approve — This button indicates that no changes are required by the cardholder
and the transaction will stay on the default accounting and the cardholder, merely,
needs to approve the transaction.

» Reallocate — This button will require you to change the accounting code to a
different valid accounting code.

« Mass Reallocate — This button will allow you to change the accounting code on
multiple transactions at one time, as long as the same code will be placed on each
transaction.

« Pull Back — This button will allow you to bring a transaction back out of your
Approving Official’s queue prior to them ‘final approving’ the transaction. This
function will not work once a transaction has been approved.

o NOTE: Any ‘Pull Back’ completed after the GL Extract has gone through, will not go
through to FMMI and thus the reconciliation must be done in FMMI.

o A screenshot of a ‘Pull Back’ on the ‘Approval History Tab’ can be viewed on the next
following slide.
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Approving/Reallocating Transactions

Transaction Detall Actions

0 0505 0508 IEEEPRODUCTS& SERVICES  800-578-4333NJ  $8451 @ & VOFAIDBI4CES Ax 1501111 191U561000111 (1 IRU | 12523
] 05108 0505 AMER SOCCIVILENGINEERS  800-548-2723, VA $296.00 DoEr > 1511111 191USA1000( 1111 IRU | 12850
M spproved 0429 0430 THE PERFORMANCEINSTITUTE 703-8940481 VA $897.00 D & A 1511111 191U532007L1LLLIRU | 12523

M) Final Aporoved 04141 04/13 DWEBINAR.COM 800-2 $90.00 ) & Av 1511111 19105100001 1111 IRU 11254
O] Approved 0311 0312 WEBINAR.COM 300-263-631 $29.00 D & A¥ 151111 191U5100001 1111 IRU [ 12540
] 02227 0302 INFORMATION FORECASTINCI 818-8884444 CA $245.00 D (& VSIEIB243605 A 1511111 19105610071 L111IRY | 12523

L Zpproved 02111 02142  CTO*GOTOWEBINAR.COM 800-263-6317, C AY 12U EUS210000 1 LI IR | {2540

A¥ [111181U5220071 11| 1IRU | 12523

] Approved 02104 0205 NARUC 202-

] Approved 0123 01268 NARUC 202-8982203 $195.00 D (Er 000002 AY

[RU | 12523

] Approved 0122 0123  NNA'NATL NOTARY ASSN 800-875-5827,CA  $50.00 @) € 7999460 a* R 112570
] Final Approved 01441 0142  CTO'GOTOWEBINAR COM $90.00 i 4 N7
] 0103 0142 OMEGAPERFORMANCE $105.00 D & 50785 Av 1511111 191U521000( 1|

1511815100001 11|

e TAS AATEAAN LA TEOD AR \ P,

O Final Agproved 1229 12130 NRECAZ 703-9075393. VA  $682.00 ) 322122815280001

> o e e o R

d Final ~pproved 12111 12112  CTO*GOTOWEBINAR.COM 800-253-6317.CA  $89.00 ) (Er 25708545ROIG4RIS

D) Dispuzc (A% Resllocst=s () (8 T 22zl Lavel (Ef Exvsctzs B Resliccstion Leded
e Approve

of 21 K
ey, ey e <— | Pull Back

\
Reallocate Mass Reallocate
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Approving/Reallocating Transactions

Transaction Detall Actions

- o .
Account Information
Reporting Transaction Summary
My Personal Information
Status Trans Date Posting Date Merchant City, State/Province Amount Detail € PurchaselD @& AccountingCo
Home 10027 10/28 ACCESSLIME *PHOME SVC  877-880-0055, WA §21.05 (a0 (E# T1,21093f 1cf DAT1ERPBCCOH
Contact Us '::E"::' Disputed ':E:'. @ Trans Detail Level ‘B Extracted (a¥ Reallocated
Summary r Allocations r Uzer Line ltemz r Comrmentz r Approval History r Client Data
The Approval History tab displays approval actions taken on a transaction.
Cardholder Approver Sisca, Damien Ap p roval H | StO I’y
Current Pending Approver. Cardholder
Tab
Approval Actions
Approver Date/Time Approval Action Approver Modifications
Sisca, Damien 01/04 515  Pulled Back
Sisca, Damien 12/21 348 Approved Pu” BaCk
Key for Rejection Reasons:
1 Incorrect accounting code allocation (Request for user to change allocation)
2 Incorrect approver sequence / additional approval needed (Request for user to forward the transaction(s) to apprapriate approver(s) in the proper =
3 Incorrect or insufficient transaction comment information
4 Incorrect or not enough user line item data
5 Unauthorized / non-preferred vendor
6 Incorrect match
7 Other
Key for Approver Modifications:
A Changed Allocation
C Changed Transaction Comments
IJ Changed User Line tems
== Backto Transaction List
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